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ZXPLANATION OF QRJSECT OLASSES

HEFERENCE:  Offics Hotiece R1T-54

Low Tepvel reguirements sball include trangportation of perscns, their
iem Gx aubalstencs while they are in an suthorized travel sietus s and

AR exvense 1ooldeut to fravel which are to be paid by the Agency, either -
Alrsebly or by rermburgsement, to the traveler.

L) Travel roquiremerts shell be based on munbers of trips to be psrformed to
uppeific arevs, couputed at rates provided by the "Scheduls of Estimated
Babes” {Attachrent 14) and supported by Justificatione as %o ypurpose end
newid for the soiicipated travel.

&) Officee requiring services of consultents shall include their travel require-
nests in the office submission. .

“tem?

L O3]

Whare travel to or from field offices is incliuded, estimates shsll be sub-
witted in the following manmer:

{a) Travel from Weshingbon to a f£ield office on official business and
return chell be included in the Washinghon office submission.

{b) Field offices shall include in their budget pressntation all travel
coghs $0 be incurred ss & resulv of transfer from Washington to a
{ieid office on permanent chenge of station; transfer from a field
oifice o Washington on a permanent chenge of station; travel from
& Tield offie: %o Washingbon on official business snd returng
*ravel flrom an overseas station to the United States for home leave
or rotation purposes. Estimates for employees to be transferrred
fron one Tield office to another on permanent change of station will
bt rubmitted by the office to which the smployee is transferred -

{#} The atiached "Schedule of Estimated Rates" (Attachment i) provides travel
woate including per diem snd other incidental expenses based on average
Aganey enperience.

07 TAANSPORTAVION OF THINGS - Estimates for the traneportation of things shall
inelude vhose cherges which ave paid directly by be Government spd mot by the
vendor, ineluding charges for the caxe of such things while in the process of
hwing teansferved. {Attachwent 15)

-

Estimeten of trameporiation costs for stock suppliss, msterlals, equipment,
tousehold goode and personsl effects of employees will be submitted by the
nTfice alfocind in coopdination with the Logiaticy Office.

{3

.

{2) Estimates for trepsportation of stock materisls or equipment from point of
origin to o warehouse will be submitted by the Logistics Office.
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{3} Trensportation estimates incident to p@rmnentehmge of station should be

submitied on the same busis es travel charges descrived in parsgraph (3)
under TRAVEL - 02. )

06 FRINTING AND REPRODUCTION - This clase includes printing apd reproduction and
the related composizion and binding opsretions performed by the Government Print.
ing Offlce and other agencies snd commercial printers on & contractual basis.

(1} REstimetes for printing and reproduction of all stendsrd Government forms
and Ageney forme procured for stock purposes will be submitted by the
Logistics Office.

{2) Specisl requirements for printing and reprodustion which cansot be reproduced
by CIA feeilities, svebh us printed formes other than those mentioned in {1)
sbove, meps, specisl printing work, binding of books and parers, and other
sluilar items, shall be set forth in detail by the office eoncerned, indi.
eating need, type of publication or material, estimated number of items or
coples, and the unit and total cost of each job. Such estimates should be
coordinated with +he Logistics Office.

07 OTHER CONTRACTUAL SERVICES - This class includes a1l contractual services
othervise not 2lpssified.

{1} Estimstes for repair, alteration and maintenance of siructures and other
fixed property in the Washington area and the repair and maintenance of
standard ofiice equipment will be submitted by the Logistics Office.

{2} PRegquirements for reimbuvsement to the General Services Administration for
intra-hAgency movee will be submitted by the logistics Office.

{3) Estimates for repaire s alteration and meintengnce of facilities outside
the depsrimentsl srea will be submitted by 4he office concerned in con-
sulimticn with the lLogistics Office.

{k) Estimates for the repair and meintensnce of nonstandard Agency office
equipment sball be submitted by the office requiring such services.

{3) FEstimetes for additions) protection service furnished by the General
Services Administration in the Washington ares will be submitted by the
- Secwrity 0ffice. Estimatea for special protective swrvices required in
the Tield will be submitted by the office concerned.

{6} Requiremenits for research, development work, or other special services
yerformsed vy other agencies or outside concerme shall be submitited and
Justified Dy the office conceraed.

OC SUPFLIES AND MATERIALS - This class includes all commodities which are
ordinerily consumed or expended within one year after they are put into use,
which are converied in the process of construction or msnufacture » Oor which
zre used to forn & minor part of equipment or fixed property.
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{1} The Logisbics 0ffice will submit estimetes for common administrative
suppiies spd zaterials wvsed in the depertmynisl sres.

o tﬁ
o
Gy

The uwsing office will submit sstimetes for:

{a) Compan sdpinisirative supplies apd materials used outeide the depart-
mental aree.

{b) Overationsl and special administrative supplies and nmaterisls needed
for specific operstions.

Thaze estimates and Jjustifications will be developed in coordination with
the Logisiles Office.

{3} Except ss otherwise requirsd for operational rzasons, estimates for newve-
papers, megaiines and reiated publications will dbe prepeured by tbhe Office
of Jollection and Dissemination im eoordinetion with using officesn.

09 EQUIRERT -~ This claes includes persomal property of o more or less durable
nature, i.¢., which may dbe expected to have a pericd of service of a ysar or
more aféer bt donbo use without muterisl impairment to ite physicel condlitliocn.

{1} The Logistica 0ffice will submit estimstes for conmon adninistrative equip-
nent uweed in the departmeontal ares.

{2} 'The using office will subnit estimates for:
{m} Comppone sdministrative equipment used cutzide the departmental srea.

e) Operational apd special administrative equipment ueeded for specific
operations.
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02 TRAVEL

Sshedule of Estimamted Rates

From Mode
Washington of
To Travel
Domestic: 25X1A1a
New York air
Boston air
South air
Mid-Hest air
West Coast air
Foreign:
~ South Americe
Europs
Middle East
Far East

Cae
Vay

Round
Trip

NOTE: Schedule inciudes average costs of tranasportation, per diem vhile enroute, etc.

CONFIDENTIAL
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